
Travel Advance 
 

 

How to include a travel advance on an Authorization in GovTrip 2.0 

 

 

 

 

1.) 

 

 
 

 

2.) 

 

 

From the 

Authorization 

screen select 

Advances under 

the Accounting tab 

From the drop 

down box, select 

a job code. Only 

one job code can 

be used for a 

travel advance.  



 

 

3.) 

 

 
 

 

 

 

 

 

 
 

 

To view break out of 

the max advance per 

expense category, 

click on Max Advance 

Detail 



 

 

 

4. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Travel advance 

information can be 

viewed, edited, or 

removed in this field 

as desired by the 

traveler. 

Advances Summary 

gives total amount of 

the Advance Request 


